University of Kentucky

UKnowledge
Administrative Materials

SEAALL Archive

1995

SEAALL Chapter Handbook and Procedures Manual, 1995
SEAALL

Follow this and additional works at: https://uknowledge.uky.edu/seaall_admin
Part of the Law Librarianship Commons

Right click to open a feedback form in a new tab to let us know how this document benefits you.
Repository Citation
SEAALL, "SEAALL Chapter Handbook and Procedures Manual, 1995" (1995). Administrative Materials.
110.
https://uknowledge.uky.edu/seaall_admin/110

This Handbook is brought to you for free and open access by the SEAALL Archive at UKnowledge. It has been
accepted for inclusion in Administrative Materials by an authorized administrator of UKnowledge. For more
information, please contact UKnowledge@lsv.uky.edu.

DRA-FT

Chapter Handbook
and
Procedures Manual

Southeastern Chapter
American Association of Law Libraries
1995

Chapter Handbook and Procedures Manual

revised 1995

Southeastern Chapter
American Association of Law Libraries

SEALL Handbook: Introduction

Introduction

Tem1inology:
Throughout this manual the phrase "annual chapter meeting" is used to refer to the chapter's educational
program held in the Spring of each year. The phrase "annual business meeting" is used to refer to the
business meeting which is held during the AALL meeting in the summer.

SEALL Handbook: Introduction

Introduction to 1992 Edition
A. Purpose of Handbook
This Handbook is intended to provide SEALL officers, committee chairs, and members an overview of the
Chapter's operations. The Handbook should assist members assuming leadership positions to commence their
work with information regarding the functions, duties, and responsibilities of each position as well as the
practices of prior officers and committee chairs. The Handbook will also help to clarify instances of over1apping
and intersecting responsibility, and to provide an idea of how the work one does may effect or be affected by
the work of others.
The intention is not to provide every detail of past operations, or to replace personal contact among
members. It is assumed, for example, that out-going officers and committee chairs will thoroughly discuss with
their successor the work of that office or committee, and provide more extensive documentation and records
than can feasibly be included in this Handbook.
The Handbook is not intended to create unbending rules of procedure or to stifle creativity. Hopefully, the
Handbook will provide an outline of past practices to serve as a starting point. The vitality of any organization
requires initiative and imagination.

B. Relationship to Other Documents
This Handbook supplements the Chapter's Articles and Bylaws, but it does not have the same formal
status as those core documents. While the latter are prescriptive, the Handbook is intended to be suggestive.
In cases of conflict between the Handbook and the Articles and Bylaws, the latter prevail. While the Handbook
attempts to provide interpretations of some of the general provisions of the core documents, the interpretations
are not to be treated as definitive. Members should feel free to exercise judgment within their areas of
responsibility and to deviate from the guidelines presented here when appropriate.

C. Updating
The Editor will update the Handbook on a regular basis as determined by the Executive Board. It is
produced in looseleaf format to allow easy updating of individual sections.
Suggestions for revisions should be forwarded to the Editor of the Handbook and the Chair of the
Publications Committee. All users of the Handbook are encouraged to note statements that appear to conflict
with actual or preferred practice and to suggest appropriate changes.

D. Distribution
The Handbook is distributed to all SEALL officers and committee chairs. Notice of its availability is
published in the Newsletter, and other members wishing to receive a copy can request one from the Editor.
Distribution to SEALL members is made free of charge.
A copy of the Handbook is also sent free of charge to the President of each AALL Chapter, to the
Coordinator of the Council of Chapter Presidents, and to the Executive Director of AALL.
Copies requested by individuals or groups not mentioned above may be provided at the discretion of the
Chair of the Publications Committee. If the volume of such requests results in major additional expense, the
Chair may request authorization from the Executive Board to charge such individuals or groups an amount equal
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to the actual cost of copying and distributing the additional copies.
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General Chapter Information
Chapter Calendar
July
• Annual chapter business meeting held during AALL annual convention
• Executive Committee meets prior to Chapter Business Meeting
• Vice-PresidenUPresident-Elect becomes President at end of business meeting
• Newly elected officers and new committee chairs are presented to the membership
and assume positions at tend of meeting.
• Chapter Handbook is distributed to new officers and committee chairs.

August
• All appropriate records are conveyed to new officers and committee chairs within
one month of assuming office.
• Quarterly financial report prepared by Treasurer
• Southeastern Law Ubrarian printed (issue 4)

September
• Funding available for Lucile Elliott Scholarships determined by Executive Committee
by September 1.
• Budget for annual chapter meeting and educational institute prepared by Local
Arrangements Committee, Program Committee and Education Committee.
• Memberships of those who have not paid dues removed from membership roster.

October

November
• Quarterly financial report prepared by Treasurer.
• Southeastern Law Ubrarian printed (issue 1 of new volume)

December

January
• Chapter Mid-year report due to AALL - is this date accurate?
• Annual meeting program registration packet distributed.

February/March
• Preliminary committee reports due two weeks prior to annual meeting - is this
enough time for President to prepare for distribution?
• Budget requests for upcoming year due - do we prepare a budget/if not,
aren't we supposed to for incorporation purposes?
• Quarterly financial report prepared by Treasurer
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• Southeastern Law Librarian printed (issue 2)
March
• Nominating Committee presents slate of candidates to President and sends
candidate biographies to Secretary for preparation of ballots

March/April
• Annual chapter meeting and educational institute are held
• Executive Committee meets prior to business meeting
• Service to SEALL award presented at annual meeting
• President announces slate of candidates
• Full year financial report prepared by Treasurer
• Committee preference form distributed during annual chapter meeting
April
•
•
•
•

Chapter Annual Report due to AALL [is this accurate?]
Registered Agent files chapter annual report with Florida Secretary of State
Dues notices mailed; payable by August 1
Committee preference form distributed with dues notice.

May
• Secretary mails ballots on May 1.
• Southeastern Law Librarian printed (issue 3)
June
• Ballots due to Secretary on June 1.
• Candidates notified of election results by President
• Final committee reports due 2 weeks prior to annual chapter business meeting
during AALL annual convention [enough time?]

2
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Articles of Incorporation
of the Southeastern Chapter of
The American Association of Law Libraries, Inc.
The undersigned incorporator, desiring to form a not-for-profit corporation under the provisions of Chapter
617 of the laws of the State of Florida, does hereby adopt the following Articles of Incorporation in
accordance with the laws of the United States of America and the State of Florida.
Article I: Name
The name of this organization shall be Southeastern Chapter of the American Association of Law Libraries,
Inc.
Article II: Purpose
The purposes for which the Corporation is organized are exclusively educational and scientific purposes
within the meaning of section 501 (c)(3) of the Internal Revenue Code of 1986 (the "Code"), not for pecuniary
profit, including the performance of the following activities exclusively for such purposes, except as restricted
by Article X herein:
a.
Promote law librarianship;
b.
Develop and increase the usefulness of law libraries, particularly those in the Southeastern area
of the United States; and
c.
The exercise of all powers conferred on a corporation organized under the Florida Not-for-Profit
Corporation Act as currently in effect and as it may be amended, and all such other powers as are
permitted by applicable law.
Article Ill: Tenn
This corporation shall commence corporate existence upon the filing of these articles by the Florida
Department of State and shall have perpetual existence unless sooner dissolved according to law.
Article IV: Members
Membership of the corporation shall be open to any persons or institutions residing in the Southeastern
region of the United States interested in law libraries and desiring to promote the goals of the corporation.
Any person, company or institution with an interest in supporting the activities of the corporation located or
residing outside the Southeastern region may become an associate member.
The Southeastern region include Puerto Rico and the following states: Alabama, Florida, Georgia,
Kentucky, Louisiana, Mississippi, North Carolina, South Carolina, Tennessee, Virginia and West Virginia and
such other states as may be added.
Members shall be admitted to the corporation upon application to the Board of Trustees in the manner
prescribed in the Bylaws. All individuals named as officers or trustees of the corporation shall be entitled to
become members in the manner provided in the Bylaws.
This corporation is organized upon a nonstock basis and shall not issue shares of stock.

3
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Article V: Subscribers
The name and residence of the subscriber of the corporation is as follows
Mary Smith Forman
Akerman , Senterfitt & Eidson
255 South Orange Avenue
P.O. Box231
Orlando, Florida 32801-0231

Article VI: Officers
Section 1. Officers.
The officers of the corporation shall consist of a President, Vice-President - President Elect, Secretary
and Treasurer. The vice-president - president elect shall serve as vice-president and shall
automatically become the president after one year and shall so serve during the second year following
his or her election. The secretary and treasurer shall each serve for two years. The officers shall
serve without compensation.
The officers shall perform the duties pertaining to their respective offices. In the event that the
president resigns prior to the completion of a regular term , or is otherwise unable to perform the duties
of the office in the judgment of the Executive Committee, the vice-president - president elect shall
automatically assume the presidency and shall serve therein until his original presidential term would
have expired. or for no more than two years. whichever is shorter. A special election would be held
for the office of vice-president - president elect upon the assumption of the office of president for the
remainder of the unexpired term.
In the event that the office of vice-president - president elect becomes vacant for any other reason
than specified herein. a special election will be held to fill that office for the remainder of the unexpired

tem-1.
If the office of either secretary or treasurer becomes vacant for any reason , a special election will be
held to fill that office for the remainder of the unexpired term.
The special elections could be held by mail or at the next Chapter meeting, at the discretion of the
Executive Committee.
No officer shall hold more than one office in this Chapter at one time, nor shall the president hold
office for more than two consecutive terms.
All officers shall be installed at the conclusion of the Chapter meeting following their election or
appointment and serve until their successors are elected or appointed, and qualified .

Article VII: Board of Trustees
Section 1.
The officers shall together act as the Board of Trustees and the immediate past president shall serve
on the Board of Trustees. The Board of Trustees shall be the Executive Committee of this
corporation and shall have general supervision, management and control of the business, affairs and
activities of the corporation, subject, however, to other articles of these Articles of incorporation and
the bylaws and in accordance with the policies agreed upon by its members. The initial Board of
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Trustees shall be comprised of five(5) members who shall serve until the first election thereof. The
Board of Trustees, however, shall never be less than three members.
Section 2.
The names and addresses of the members of the initial Board of Trustees shall be as follows:
Mary Smith Forman
President
Akerman, Senterfitt & Eidson
P.O. Box231
255 South Orange Avenue
Orlando, Florida 32801-0231
J. Wesley Cochran
Vice-President/President-Elect
Law Librarian and Assistant Professor of Law
University of Mississippi
School of Law Library
University, Mississippi 38577
Elizabeth Kem
Secretary
Acquisitions/Serials Librarian
Law Library of Louisiana
100 Supreme Court Building
Civic Center
New Orleans, Louisiana 70112
Diana Osbaldiston
Treasurer
Catalog Librarian
University of South Carolina
Law Library
Columbia, South Carolina 29208
Hazel L. Johnson
Immediate Past President
Law Librarian
Long, Aldridge & Norman
1900 Rhodes-Haverty Building
134 Peachtree Street
Atlanta, Georgia 30043
Article VIII: Committees
There shall be the following standing committees:
(1)
(2)
(3)
(4)

Program
Membership
Nominating
Placement
5
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(5) Scholarship
(6) Articles and Bylaws
(7) Newsletter
The president shall appoint all members of the standing committees. Special committees may be created as
necessary. The president shall appoint all members of the special committees.

Article IX: Registered Office and registered agent
The street address of the initial registered office of this corporation is 255 South Orange Avenue, 10th Floor,
Firstate Tower, Orlando, Florida 32801 , and the name of the initial registered agent of the corporation at
that address is Mary Smith Forman.

Article X: Use of assets
Section 1.
The assets and income derived from the assets of this corporation shall be used solely for educational
and scientific purposes. Any disbursements shall be at the approval and direction of the Board of
Trustees and the members in accordance with the bylaws. No part of the net earnings of the
corporation shall inure to the benefits of, or be distributable to, its members, trustees, officers or other
private persons, except that the corporation shall be authorized and empowered to pay reasonable
compensation for services rendered and to make payments and distributions in furtherance of the
purposes set forth in Article II hereof.
Section 2.
No substantial part of the activities of the corporation shall be the carrying on of propaganda, or
otherwise attempting to influence legislation, and the corporation shall not participate in, or intervene
in (including the publishing or distribution of statements) any political campaign on behalf of any
candidate for public office.

Section 3.
Notwithstanding any other provision of these articles, the corporation shall not carry on any other
activities not permitted to be carried on (a) by a corporation exempt from federal income tax under
Section 501 (c)(3) of the Internal Revenue Code of 1954 (or the corresponding provision of any future
United States Internal Revenue Law) or (b) by a corporation, contributions to which are deductible
under Section 170(c}(2} of the Internal Revenue Code of 1954 (or the corresponding provision of any
future United States Internal Revenue Law).
Section 4.
It is intended by the provisions of these Articles of Incorporation that the corporation shall possess the
status of an organization exempt from federal income taxation under provisions of Section 501 (c)(3) of
the Internal Revenue Code of 1986, as now in force or hereafter amended. Accordingly, no part of
the affairs of the corporation shall be administered, directly or indirectly, in any manner whatsoever
which might jeopardize the tax exempt status of the corporation.
Article XI: Bylaws
The bylaws of this corporation may be adopted, repealed, amended or suspended by a two-thirds (2/3) vote
of the members voting in a ballot conducted by mail in manner provided in the bylaws or at a meeting of the ·
Chapter by a two-thirds (2/3) vote of the members voting in the ballot.

6

rev. 4/1/95

SEALL Handbook: Articles of Incorporation

Article XII: Amendment of Charter
Amendments to the charter may be proposed by the Executive Committee or by a petition signed by ten
percent (10%) of the members. Proposed amendments shall become effective after they have been
submitted to all members and when approved by two thirds (2/3) of those voting in a ballot conducted by
mail in the manner provided in the bylaws or at a meeting of the Chapter by a two-thirds (2/3) vote of
members voting in the ballot.
Article XIII: Dissolution
Upon the dissolution of the corporation, the Board of Trustees shall, after paying or making provisions for
the payment of all of the liabilities of the corporation, dispose of all of the assets of the corporation
exclusively for the purposes of the corporation in such manner, or to such organization or organizations
organized and operated exclusively for educational and scientific purposes as shall at the time qualify as an
exempt organization for organizations under Section 501 (c)(3) of the Internal Revenue Code of 1954 (or the
corresponding provision of any future United States Internal Revenue Law), as the members shall
determine. Any such assets not so disposed of shall be disposed of by the Circuit Court of the County in
which the principal office of the corporation is then located, exclusively for such purposes or to such
organization or organizations, as said Court shall determine, which are organized and operated exclusively
for such purposes.
Article XIV: Anti-Discrimination
Membership in the Chapter or participation in any activity of the Chapter shall not be denied to any
individual, or abridged, on the account of race , color, religion , sex, national origin, or sexual orientation.
IN WITNESS WHEREOF, the undersigned subscribing incorporator has hereto set my hand and seal this
_ _ day of _ _ _ , 1989, for the purposes of forming this corporation not for profit under the laws of the
State of Florida.

(SEAL) Mary Smith Forman

7
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Bylaws
Southeastern Chapter of the American
Association of Law Libraries
Article I: MEMBERSHIP
Section 1. Membership Categories
a. Individual Members
Any person officially connected with a law library, or with a separately maintained law
section in any library and currently or within the last seven years , employed at least 30% of full
time may become an active individual member upon determination of eligibility by the
Membership Committee and payment of annual dues. The Membership Committee's ruling may
be appealed to the Executive Committee.

b. Student Members
Any person officially enrolled at least half-time in a degree program related to law
librarianship shall become a student member upon payment of annual dues provided that
membership in this category is limited to 5 consecutive years. The Executive Committee is
empowered to adopt procedures for verifying student status.

c. Institutional Members
Any law library may become an institutional member upon payment of annual dues. The
Executive Committee is empowered to determine whether the institution applying for
membership is a law library. Such persons on the staff of an institutional member as are
designated by the librarian and for whom the institutional member has paid its annual dues in
accordance with bylaws Section 2,(b)2 shall be entitled to individual membership in the Chapter
without the payment of additional dues.

d. Associate Members
Persons, companies and institutions not connected with law libraries , residing in or
outside of the Southeastern region , or connected with law libraries but residing outside the
region may be selected to associate membership by the Executive Committee and shall pay
annual dues.

e. Life Members
The Chapter may at any regular meeting by a vote of two thirds of those present elect to
life membership those who have been members of the Chapter for at least 10 years, but who
have retires from active fulltime library work, and any life member of A.A.LL. who resides in the
Southeastern Chapter area.

f. Honorary Members
The Chapter may at any regular meeting by a vote of two thirds of those present elect

8
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non-members as honorary members.
Section 2. Attributes of Membership
a. Rights and Privileges
1.

All members have the right to vote.

2.

The right to hold office shall be restricted to active members in the following membership
categories: individual, institutional and life.

3.

The right to receive Chapter publications shall be shared by all members.

b. Dues
1.

The annual dues for individual membership and associate members shall be $20.00. The
annual dues for student memberships shall be $10.00. Life members and honorary
members shall not be assessed dues.

2.

The institutional membership dues shall be at the rate of $20.00 per designated member,
and no library shall be required to pay annual dues in excess of $200.00.

3.

All dues , individual, associate, and institutional shall be paid no later than three months
after the due date appearing on the dues notice. The treasurer shall suspend the
membership of any person who has not paid within the time allotted. A suspended
membership shall be restored upon payment of dues for the current year.

4.

The fiscal year shall coincide with that of the American Association of Law Libraries.

ARTICLE II. MEETINGS
Section 1. Annual
An annual meeting of the Chapter shall be held at such time and place as the Executive
Committee shall determine. A Chapter meeting shall be held at MLL National Conventions, when the
Convention schedule permits, for the purpose of discussing future programs and projects and
submitting progress reports on Chapter activities. The Executive Committee shall be charged with the
duty of scheduling and making arrangements for such meetings; and attendance at these meetings
shall not be confined to the Executive Committee, but extended to the entire membership.
Section 2. Other
The president shall call other meetings of the Chapter as deemed necessary or when requested
to do so by the Executive Committee. The president shall provide reasonable notice of such meetings
to each member of the Chapter.
Section 3. Presiding Office
In the event of the absence of the president and vice-president - president elect from any

9
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Chapter meeting , one of the members shall be elected to preside.

Section 4. Quorum
A majority of members attending a meeting shall constitute a quorum.

ARTICLE Ill. NOMINATIONS AND ELECTIONS
Section 1.
a.

Nominating Committee

The president shall appoint a nominating committee who shall submit the names of the
candidate or candidates for each of the following offices by March 1 in the year which the officer
is elected.
Vice-President - President Elect
Secretary
Treasurer
The nominating Committee shall not submit, for election to the office of vicepresidenUpresident elect, the name of any member who is not in good standing of the American
Association of Law Libraries.

b.

Additional Nominations

Additional nominations may be made by any member by communicating in writing such
nomination to the president.

Section 2. Method of Election
The vice-president -- president elect shall be elected by mail ballot in May of each year. The
secretary shall be elected by mail ballot in May of each even numbered year. The treasurer shall be
elected by mail ballot in May of each odd-numbered year. The candidates receiving the largest
number of votes shall be declared elected. The membership is to be notified by the secretary of the
outcome of the election by mail or at a meeting of the Chapter.

ARTICLE IV. AMENDMENTS TO BYLAWS
Section 1. Filing and Notice
Any proposed amendments to the Articles or the Bylaws shall be filed with the secretary.
Notice shall be given to members in one of the following ways:
a. notice shall be published in the Chapter newsletter Southeastern Law Ubrarian or its
successor, at least 90 days prior to balloting, or
b. notice shall be sent by the secretary to all members through the mail at least 30 days prior to
balloting.

Section 2. Balloting

10
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a.

Mail Ballots

Mail ballots may be conducted for the purpose of changing the Articles or Bylaws
provided that ballots shall be mailed by the secretary to the membership immediately following a
meeting where the amendments were discussed or 30 days after notice of the proposed
amendments have been mailed to the membership. The Executive Committee must specify the
time for closing the balloting, but in no case shall it be less than 30 days after the mailing of the
ballots.

b.

Voice Ballots

Voice ballots may be conducted for the purpose of changing the Articles or Bylaws at any
regular scheduled meeting of the Chapter, provided that the secretary has mailed to the
membership, at least 30 days prior to the meeting, the proposed amendments and a summary
of the purpose of the changes.

Section 3. Successful Election
If two-thirds of the members present and voting at a meeting or two-thirds of the members
casting valid mail ballots are in favor of such amendment, it shall stand adopted.

Section 4. Approval of Amendments
Amendments of these Bylaws shall be submitted to the American Association of Law Libraries
committee on constitutions and bylaws by the president upon adoption by the membership of the
Chapter.
Meetings of the Chapter and Executive Committee shall be conducted in accordance with
Roberts Rules of Order except as otherwise specified by the Chapter Articles or Bylaws.

11
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Chapter Corporate Information
A.

B.

C.

Corporate Information
1.

The Southeastern Chapter of the American Association of Law Libraries is a section
501 (c)(6) non-profit trade association under federal income tax laws.

2.

The Chapter is incorporated in the state of Florida.

3.

A chapter member who is resident in the state of Florida serves as Registered Agent for
the chapter.

4.

The Chapter's Employer Identification Number is: 58-1592266.

5.

The Chapter's accounting period (fiscal year) ends March 31 .

Corporate Reports
1.

A report is required annually by the Florida Secretary of State.

2.

The report is prepared by the Chapter's Registered Agent and sent to the Treasurer.

3.

The Treasurer pays the corporation filing fee as required by the state of Florida and mails
the report, providing a copy of the signed report to the Registered Agent.

Income Tax Reports
1.

The Chapter is incorporated as a non-profit corporation and is not required to file a
federal or state income tax return unless gross receipts exceed $25,000 per year.

2.

Further information is available in a directive from the Internal Revenue Service dated
November 30, 1990 found in the _ _ section of this manual.

12
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Current Officers
President
Carol Avery Nicholson
Technical Services Librarian
University of North Carolina at Chapel Hill
Law Library
CB# 3385
Chapel Hill, NC 27599-3385
919-962-1199
Vice-President/President-Elect
Joyce Manna Janto
Deputy Director of the Law Library
School of Law Library
University of Richmond
Richmond, VA 23173
804-289-8223
Treasurer
Kathy S. Heberer
Librarian
Holland & Knight
200 South Orange Ave, Suite 2600
Orlando, FL 32801
407-425-8500
Secretary
Rhea A-L Ballard
Public Services Librarian
College of Law Library
Georgia State University
P. 0. Box 4008
Atlanta, GA 30302-4008
404-651-4148
Immediate Past-President
Pamela D. Williams
Assistant Director for Public Services
Legal Information Center
College of Law
University of Florida
Gainesville, FL 32611
904-392-0417
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Current Committee Chairs
Articles and Bylaws
Kenneth Hirsch
Duke Univ. Law Library
Box 9036
Durham, NC 27708
919-684-6182 voice
919-684-8770 fax
ken@faculty.law.duke.edu
Education
Karin den Bleyker
Mississippi College
School of Law Library
151 E. Griffith Street
Jackson, MS 39201
601-944-1970 voice
601-944-1377 fax
dbleyker@mc.edu
Government Relations
Timothy L. Coggins
Univ. of Alabama
Law Library
P. 0 . Box 870383
Tuscaloosa, AL 35487
205-348-5927 voice
205-348-1112 fax
tcoggins@ua1vm.ua.edu
Local Arrangements - '95
Terry Long
Virginia State Law Library
Supreme Court Bldg.
100 N. 9th St. , 2nd Fl.
Richmond, VA 23219
804-786-2075 voice
tlong@leo.vsla.edu
Local Arrangements - '97
Ed Schroeder
Florida State Univ.
College of Law Library
P. 0. Box 1043
Tallahassee, FL 32306
904-644-7 486 voice
904-644-5216 fax
eschroed@mailer.fsu .edu

Membership
Paula Tejeda
St. Thomas Univ. Law
Library
16400 N.W . 32nd Ave.
Miami, FL 33054
305-623-2336 voice
305-623-2337 fax
tejedap@mail.se1f1in.lib.f1 .us
Newsletter
Mary McCormick
Univ. of South Carolina
Coleman Karesh Law
Library
Main & Greene Sts.
Columbia, SC 29208
803-777-5942 voice
803-777-9405 fax
mccormick.mary@scarolina.
edu
Nominating
Steven R. Thorpe
The Univ. of Tennessee
College of Law Library
10505 W . Cumber1and Ave.
Knoxville, TN 37996
615-974-6736 voice
615-974-6571 fax
sthorpe@utkvx.utk.edu
Placement
Deborah Mayo Jeffries
North Carolina Central Univ.
School of Law Library
1512 S. Alston Ave.
Durham, NC 27707
919-560-6244 voice
919-560-5321 fax

Publications
Hazel Johnson
Librarian
Suther1and Asbill & Brennan
999 Peachtree St. , NE
404-853-97 40 voice
404-853-8806 fax
sablib@cr1.com
Publicity and Public
Relations
Amy B. Osborne
Landrum & Shouse
106 W . Vine St.
P. 0 . Box 951
Lexington, KY 40588
606-255-2424 voice
606-233-0308 fax
Scholarship
Sally Curtis Askew
Univ. of Georgia
Law Library
Athens, GA 30602
706-542-5077 voice
706-542-5001 fax
scaskew@uga.cc.uga.edu
Service to SEALL
Mary Smith Forman
Akerman Senterfitt & Eidson
255 S. Orange Ave., 17th
Fl.
Or1ando, FL 32801
407-843-7861 , x2276 V
404-843-6610 fax
mary_forman@solinet.net

Program
Joyce Manna Janto
School of Law Library
Univ. of Richmond
Richmond, VA 23173
804-289-8223 voice
804-289-8683 fax
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Officers
President
D. General Responsibilities
The President serves as chief administrative officer of the Chapter, presides at all meetings, signs
all contracts and represents the Chapter before the American Association of Law Libraries
E.

F.

Articles/Bylaws Statements
1. The officers of the corporation shall consist of a President, Vice-President - President Elect,
Secretary and Treasurer. The vice-president - president elect shall serve as vice-president
and shall automatically become the president after one year and shall so serve during the
second year following his or her election. ... The officers shall serve without compensation.
(Articles, Art. VI , Sec. I)
2.

In the event that the president resigns prior to the completion of a regular term , or is
otherwise unable to perform the duties of the office in the judgment of the Executive
Committee, the vice-president - president elect shall automatically assume the presidency
and shall serve therein until his original presidential term would have expired, or for no more
than two years, whichever is shorter. (Articles, Art. VI, Sec. I)

3.

No officer shall hold more than one office in this Chapter at one time, nor shall the president
hold office for more than two consecutive terms. (Articles, Art. VI , Sec. I)

4.

All officers shall be installed at the conclusion of the Chapter meeting following their election
or appointment and serve until their successors are elected or appointed, and qualified.
(Articles, Art. VI , Sec. I)

5.

The officers shall together act as the Board of Trustees and the immediate past president
shall serve on the Board of Trustees. (Articles, Art. VII , Sec. 1)

6.

The president shall appoint all members of the standing committees. Special committees
may be created as necessary. The president shall appoint all members of the special
committees. (Articles, Art. VIII) [Note: In practice, this occurs in the spring while the
President is completing his/her term as Vice-President/President-Elect.)

7.

The president shall call other meetings of the Chapter as deemed necessary or when
requested to do so by the Executive Committee. The president shall provide reasonable
notice of such meetings to each member of the Chapter. (Bylaws, Article II , Sec. 2)

8.

The president shall appoint a nominating committee who shall submit the names of the
candidate or candidates for each of the following offices by March 1 in the year which the
officer is elected: Vice-President - President Elect; Secretary; Treasurer (Bylaws, Article 111,
Sec. 1)

9.

Amendments of these Bylaws shall be submitted to the American Association of Law
Libraries committee on constitutions and bylaws by the president upon adoption by the
membership of the Chapter. (Bylaws, Art. IV, Sec. 4)

Major Responsibilities
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1.

2.

3.

Meetings
a. The President is the presiding officer at all meetings of the Chapter and of the Executive
Committee. Meetings of the Chapter and the Executive Committee are governed by the
current edition of Robert's Rules of Order.
b.

The President sets, or confirms in conjunction with the Executive Committee, the date
and place of all Chapter Meetings.

c.

The President chooses the option of hosting a visit from an AALL Board representative at
the annual Chapter meeting.

d.

Hosts for the annual three day spring convention meeting should be solicited by the
President at least two years in advance. The President is responsible for any
negotiations between the Chapter and other chapters in connection with a joint meeting.

e.

The President handles all arrangements for the Chapter Business Meeting traditionally
held during the AALL annual convention.

f.

The President sets the date and place of all Executive Committee meetings. He/She
prepares the agenda for all meetings and ensures that information regarding the
meetings is properly distributed. The President requests attendance by those Committee
Chairs having concerns or issues requiring Executive Committee attention. Candidates
for Vice-President/President-Elect may be invited to attend the Executive Committee
meeting held during the Chapter annual meeting, at the President's discretion.

Appointments
a. Committees. The President makes appointments to all standing and special
committees from volunteers who are solicited in the spring of each year. A Committee
Volunteer Form is included in the mailing of dues notices in the spring of the year prior to
the commencement of committee service and is printed in the Spring issue of the
Southeastern Law librarian.
b.

Special Committees. The President may form special committees as authorized by the
Articles of Incorporation for a specified purpose for a specific or indefinite period of time.

c.

Appointment Guidelines. The President attempts to balance committee membership
by the type of library represented , length of service on a particular committee and
geographical representation of the members. Committee chairs, when possible, should
have served on the committee the previous year.

Chapter Administration
a. General Administration. The President is responsible for the performance and
enforcement of all Chapter rules and procedures
b.

Election Results. Promptly upon receipt of the annual election results from the
Secretary, the President will notify the candidates of the outcome of the election.

After notifying the candidates, the President notifies the remaining Board members of the
election results .
c.

Miscellaneous. The President writes a column on Chapter affairs for each issue of the
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.J

Southeastern Law Librarian.
The outgoing President presents the incoming President with a gavel upon the
assumption of office.
The President submits any Articles or Bylaws changes to the appropriate AALL
committee for comparison purposes.

d.

4.

Correspondence. The President responds to communications from AALL and other
organizations.

Chapter Financial Affairs
a. Annual Budget.

I are any prepared!'1
b.
c.

5.

Operations
[president's fiscal responsibilities]
Audit
[ do we do one!'J

Liaison with AALL
a. The President serves as a member of the AALL Council of Chapter Presidents and acts
as liaison between the Chapter and AALL. The President is responsible for preparing
any reports required by AALL (mid-year, annual, chapter biography). This responsibility
may be delegated to another officer at the President's discretion.

G. Special Authority
1. Checks
a. The President is the alternate signatory to the Chapter's accounts in case of incapacity of
the Treasurer.
2.

Expenditure of funds
a. The President may authorize the expenditure of up to $500 without Board approval.

3.

Contracts
a. The President has 1he sole authority to sign contracts and other legal documents on
behalf of the Chapter for the performance of work or the obligation of Chapter funds,
EXCEPT in the instance of contracts entered into as a resuh of the annual educational
meeting. The Local Arrangements Committee Chair may sign those documents in
consuhation with the President.
b.

The President should maintain 1he original of all current contracts in his/her files.
Copies of any contracts signed by the Local Arrangements Committee Chair will be
provided to the President. Following the termination or lapse of any contract, the copy
should be conveyed to the Chapter's archives.

H. Reimbursement of Expenses
1.

I.

Ordinary expenses incurred in the performance of the duties of the President will not be
reimbursed by the Chapter.

Chapter Records
1. Receive from predecessor
By mid-August of the year he/she assumes office, the President receives from the Immediate
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Past President the set of President's Records consisting of the following :
a.
b.
c.
d.

Minutes of all Chapter and Board meetings for the previous three years
Originals of all current Chapter contracts
Copies of any Local Arrangements contracts
Official current copy of Chapter's Articles of Incorporation and Bylaws, and all
amendments pending or approved the previous year
e. Official copy of the Chapter Handbook & Procedure Manual
f. Copy of the AALL Bylaws and the President's Annual Report to AALL for the previous
three years
g. The Presidenfs copy of Southeastern Law librarian for the previous three years
h. President's Correspondence file
i.
Final Chapter Budgets and Audit Reports for the previous three years
j.
Annual Reports and Budget Requests of Committees for the previous two years
k. Copies of meeting announcements and meeting agendas for the previous two years.

J.

2.

Collect during term
a. Minutes of all Society and Board meetings
b. Contracts, contract proposals (RFPs), and bids received
c. Bylaws amendment proposals and approved amendments
d. Procedures Manual changes as formulated in policies adopted by the
President or the Executive Committee
e. A copy of Southeastern Law Ubrarian and any other publications issued by the Chapter
f.
Significant correspondence
g. Final Chapter Budget and Audit Report
h. Annual reports and Budget requests of Committees and SIS's
i.
Meeting announcements and meeting agendas

3.

Convey to successor/Archives
At the end of his/her term, the President reviews the records in his/her possession and, if
needed, submits to the Archives, the oldest year (no less than three years from the present)
of minutes, Southeastern Law Ubrarian , correspondence and other documents.

Calendar of Responsibilities
July
Attends annual meeting of MLL
Attends the Council of Chapter Presidents meetings and participates in training activities.
Assumes office at the Chapter Business Meeting; generally presents a memento of thanks to the
outgoing President and sets forth an agenda of activities for the coming year.
August Conveys all appropriate records to the new President and receives the records of the
Immediate Past President.

February/March
Solicits from every Committee a preliminary annual report of the group
activities and a proposed budget for the coming year. Such reports and budgets should be due
no later than two weeks prior to the annual meeting
June

Notifies candidates of election results.

Final committee reports due two weeks prior to Chapter Business Meeting.
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K. Chapter Forms of Interest
1.

Committee Volunteer Form

_)
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Vice-President/President-Elect
A. General Responsibilities
1. The Vice-President/President-Elect serves as Program Chair for the annual chapter meeting,
assists the President in conducting the affairs of the Chapter and prepares for his/her term of
office as President.
B. Articles/Bylaws Statements

1. The officers of the corporation shall consist of a President, Vice-President - President
Elect, Secretary and Treasurer. The vice-president - president elect shall serve as
vice-president and shall automatically become the president after one year and shall so serve
during the second year following his or her election.
The officers shall serve without
compensation. (Articles, Art. VI, Sec. 1)
2.

In the event that the president resigns prior to the completion of a regular term, or is otherwise
unable to perform the duties of the office in the judgment of the Executive Committee, the
vice-president - president elect shall automatically assume the presidency and shall serve therein
until his original presidential term would have expired, or for no more than two years, whichever
is shorter. A special election would be held for the office of vice-president - president elect upon
the assumption of the office of president for the remainder of the unexpired term. (Articles, Art.
VI , Sec. 1)

3.

In the event that the office of vice-president - president elect becomes vacant for any other
reason than specified herein, a special election will be held to fill that office for the remainder of
the unexpired term. (Articles, Art. VI , Sec. 1)

4.

No officer shall hold more than one office in this Chapter at one time, ... (Articles, Art. VI, Sec.
1)

5. All officers shall be installed at the conclusion of the Chapter meeting following their election or
appointment and serve until their successors are elected or appointed, and qualified. (Articles,
Art. VI , Sec. 1)
6.

The officers shall together act as the Board of Trustees and the immediate past president shall
serve on the Board of Trustees. The Board of Trustees shall be the Executive Committee of this
corporation and shall have general supervision, management and control of the business, affairs
and activities of the corporation, subject, however, to other articles of these Articles of
incorporation and the bylaws and in accordance with the policies agreed upon by its members.
(Articles, Art. VII , Sec. 1)

7.

The nominating Committee shall not submit, for election to the office of vice-president/president
elect, the name of any member who is not in good standing of the American Association of Law
Libraries. (Bylaws, Art. 111, Sec. 1)

8.

The vice-president - president elect shall be elected by mail ballot in May of each year. (Bylaws,
Art. 111 , Sec. 2)

C. Responsibilities
1. Serves as Chair of the Program Committee and , as such, plans and implements the
educational program for the annual meeting following his/her election.
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2.

Assists the President with the conduct of Chapter and Executive Committee Affairs and
assumes such duties or undertakes such projects as the President directs.

3.

Attends all meetings of the Chapter and the Executive Committee, and conducts any meeting
in the absence of the President. The VP/PE should be familiar with the AALL Constitution ,
the Chapter's Articles and Bylaws, this Handbook and Procedures Manual and the current
edition of Robert's Rules of Order as specified by the Articles.

4.

Attends the Annual Meeting of the American Association of Law Libraries following his/her
election.

5.

Although the Bylaws indicate the President fills committee memberships, in practice, this
process begins during the final months of the VP/PE term (between the Annual Chapter
Meeting and the AALL Annual Meeting).

6.

Assumes all duties and obligations of the President in the event of the absence or withdrawal
of the President.

7.

In recent years, the VP/PE has presented the outgoing President with a gift of appreciation
during the Chapter Business Meeting at the AALL meeting .

8.

Chapter Budget

D. Reimbursement of Expenses
1.

E.

F.

Ordinary expenses incurred in the performance of the duties of the Vice-President will not be
reimbursed by the Chapter.

Chapter Records
1. Receive from predecessor
a. Minutes of Board meetings for previous three years
b. Budgets of Chapter for previous three years
c. Reports of all Committees for previous three years
d. Southeastern Law Ubrarian for previous three years
2.

Collect during term
a. Current copies of above items

3.

Convey to successor
a. At conclusion of term, VP/PE reviews files collected during year, discards obsolete or
unnecessary files and conveys the collection to the incoming VP/PE.

Calendar of Responsibilities
.\ssumes office at the Chapter Business Meeting
July
August Conveys all appropriate reoords to the new Vice-President/President-Elect and receives
the reoords of the of outgoing President.

G. Chapter Forms of Interest
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Secretary
A.

General Responsibilities
1. The Secretary prepares minutes for all Board and Society meetings, supervises the elections
process, supervises the Articles of Incorporation and Bylaws amendment process and
maintains a current copy of the Articles of Incorporation and Bylaws.

B. Articles/Bylaws Statements
1. The officers of the corporation shall consist of a President, Vice-President - President Elect,
Secretary and Treasurer. ... The secretary and treasurer shall each serve for two years.
The officers shall serve without compensation. (Articles, Art. VI , Sec. 1)
2.

If the office of either secretary or treasurer becomes vacant for any reason, a special election
will be held to fill that office for the remainder of the unexpired term. (Articles, Art. VI, Sec. 1)

3.

No officer shall hold more than one office in this Chapter at one time, nor shall the
president hold office for than two consecutive terms. (Articles, Art. VI , Sec. 1)

4. All officers shall be installed at the conclusion of the Chapter meeting following their
election or appointment and serve until their successors are elected or appointed,
and qualified. (Articles, Art. VI , Sec. 1)
5.

The officers shall together act as the Board of Trustees and the immediate past president
shall serve on the Board of Trustees. The Board of Trustees shall be the Executive
Committee of this corporation and shall have general supervision, management and control of
the business, affairs and activities of the corporation, subject, however, to other articles of
these Articles of Incorporation and the Bylaws and in accordance with the policies agreed
upon by its members. (Articles, Art. VII , Sec. 1)

6.

The secretary shall be elected by mail ballot in May of each even numbered year. (Bylaws,
Art. 111 , Sec. 2)

7.

The membership is to be notified by the secretary of the outcome of the election by mail or at
a meeting of the Chapter. (Bylaws, Art. 111, Sec. 2)

8.

Any proposed amendments to the Articles or the Bylaws shall be filed with the secretary.
Notice shall be given to members in one of the following ways:
a. notice shall be published in the Chapter newsletter Southeastern Law Ubrarian or its
successor, at least 90 days prior to balloting, or
b. notice shall be sent by the secretary to all members through the mail at least 30 days
prior to balloting. (Bylaws, Art. IV, Sec.1)
(Note: although not specifically directed in the Bylaws, the secretary is responsible for
providing a copy to the Chapter newsletter as directed in item Ba above.]

9.

Mail ballots may be conducted for the purpose of changing the Articles or Bylaws provided
that ballots shall be mailed by the secretary to the membership immediately following a
meeting where the amendments were discussed or 30 days after notice of the proposed
amendments have been mailed to the membership. (Bylaws, Art. IV, Sec. 2)
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C.

Responsibilities
1. Minutes
a. Attends all Chapter and Executive Committee meetings and prepares the official minutes
of all business conducted.

2.

b.

Within two weeks after the date of the meeting distributes written Chapter meeting
minutes to:
(1) All Executive Committee members for their approval and upon receiving said
approval to
(a) The Registered Agent of the chapter as identified in the Articles of Incorporation
(b) The Chapter Handbook editor
(c) The Editor of Southeastern Law Ubrarian for publication in the next issue.

c.

Within two weeks after the date of the meeting distributes written Executive Committee
meeting minutes to:
(1) All Executive Committee members
(2) The Registered Agent of the chapter as identified in the Articles of Incorporation
(3) The Chapter Handbook editor
(4) Any Committee chair or Chapter member who attended the meeting or whose work
might by significantly affected by an action of the Board taken at the meeting.

Elections
a. Supervises the elections process in concert with the Nominations Committee and the
President.
b.

Recei\/es the complete list of all candidates for all positions from the Nominations
Committee after slate is accepted by President. Recei\/es from the President the names
of any candidates submitted by written petition to the President in compliance with the
Bylaws.

c.

Recei\/es biographies of all candidates from the Nominating Committee.

d.

Prepares the official ballot with a cover letter explaining the voting process. The official
ballot designates all of the offices to be filled , and under each office lists the names of
each of the nominees in alphabetical order by last name.

e.

The cover letter instructs voters to mark their ballots, seal them in a plain envelope
provided and return them to the Secretary by a specified date in the covering envelope,
also provided. The return envelope should be addressed to the Secretary.

f.

This collection of material (cover letter, biographies, and ballot) is mailed to all members
in compliance with the Bylaws (Art. 1, Sec. 2)

g.

The Secretary maintains a count of the ballots mailed and received and counts the vote.

h.

The names of successful candidates are conveyed to the President immediately upon
conclusion of counting. The President notifies all candidates of the election results. The
President also notifies the remaining Executive Committee members.

i.

At the Chapter Business meeting following the election , the Secretary requests
permission of the membership to destroy the ballots.
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3.

Articles and Bylaws Amendments Process
a. The Secretary receives proposed amendments to the Articles or the Bylaws from the
Articles and Bylaws Committee Chair. Following Executive Committee approval, the
Secretary prepares the final proposed amendments text.
b.

Notice shall be given to members in one of the following ways:
(1) by publication in the Southeastern Law Ubrarian at least 90 days prior to balloting, or
(2) by mail to all members at least 30 days prior to balloting. (Bylaws, Art. IV, Sec.1)

c.

In the event of a mail ballot,
(1) the Secretary prepares the proposed amendments and ballot, including any
explanatory material deemed necessary by the Executive Committee or the Articles
and Bylaws Committee and issues the ballot following the procedures established for
election balloting.
(2) The Secretary transmits the text of amendments which are approved by the
membership to:
(a) The Executive Committee
(b) The Registered Agent as identified in the Articles of Incorporation
(c) The Handbook & Procedures Manual Editor

d.

In the event of a voice ballot during a Chapter meeting,
(1) the Secretary assists the President and the Chair of the Articles and Bylaws
Committee in preparing for and conducting the vote.
(2) The Secretary transmits the text of amendments which are approved by the
membership to:
(a) The Executive Committee
(b) The Registered Agent as identified in the Articles of Incorporation
(c) The Handbook & Procedures Manual Editor

4.

e.

The Secretary is responsible for maintaining the official current set of Articles of
Incorporation and Bylaws.

f.

Additional details on procedures for drafting amendments to the Articles and Bylaws can
be found in the Handbook section devoted to the Articles and Bylaws Committee.

Correspondence with AALL
a.

5.

The Secretary is responsible for notifying the AALL Newsletter or the appropriate
newsletter columnist(s) of all upcoming meetings, election of officers, appointment of
newsletter Editor, and chapter events. A report of the Annual Meeting should be sent to
the Chapter News column. [is this the manner in which this actually works?]

Chapter Budget

D. Special Authority
1.

None
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E. Reimbursement of Expenses
1.

The Chapter will reimburse the Secretary for
a. the production and mailing costs for the annual election and
b. the production and mailing costs for artides or bylaws amendments which require a
special mailing

2.

Ordinary expenses incurred in the performance of the duties of the Secretary will not be
reimbursed by the Chapter.

F. Chapter Records
1.

Receive from predecessor
a. Official Chapter Correspondence for at least the previous three years
b. Minutes of Executive Committee meetings and Chapter meetings for the precious three
years and significant handouts at Board meetings

2.

Collect during tenn
a. Current copies of the above items

3.

Convey to successor/Archives
a. Updated Correspondence and Minutes file
b. All significant Chapter Correspondence deemed too old to be transmitted to the
successor should be submitted to the Chapter's archives if it is deemed to have historical
value.

G. Calendar of Responsibilities
1. First year of tenn
July
Attend Executive Committee meeting at AALL annual meeting if requested by
President
Attend Chapter Business Meeting held at AALL annual meeting. Assume office at
conclusion of summer Chapter Business Meeting

August Receive all appropriate records from the outgoing Secretary.

March/April

Attend annual Chapter meeting and record minutes of Executive Committee
meeting and chapter business meeting.
Receives candidate biographical information from Nominations Committee by
April 1.

April/May

Distribute copies of Executive Committee minutes to Executive Committee for
approval. When approved, forward to Registered Agent, Handbook Editor and any
Committee Chair affected by Executive Committee action.
Distribute copies of Business Meeting minutes to Executive Committee for approval.
Upon approval forward to Registered Agent and Editor of chapter newsletter.

May

Mail ballots for election of officers by May 1
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June

2.

Ballots returned to Secretary by June 1
Notify President. Editor of chapter newsletter of election results

Second year of term

July

Attend AALL annual meeting and record minutes of Executive Committee meeting
and chapter business meeting. Request vote of membership to destroy ballots.

August

Distribute copies of Executive Committee minutes to Executive Committee for
approval. When approved. forward to Registered Agent, Handbook Editor and any
Committee Chair affected by Executive Committee action.
Distribute copies of Business Meeting minutes to Executive Committee for approval.
Upon approval forward to Registered Agent and Editor of chapter newsletter.

March/April

Attend annual chapter meeting and record minutes of Executive Committee
meeting and chapter business meeting.
Receives candidate biographical information from Nominations Committee by
April 1.

April/May

Distribute copies of Executive Committee minutes to Executive Committee for
approval. When approved, forward to Registered Agent, Handbook Editor and any
Committee Chair affected by Executive Committee action.
Distribute copies of Business Meeting minutes to Executive Committee for approval.
Upon approval forward to Registered Agent and Editor of chapter newsletter.

May

Mail ballots for election of officers by May 1

June

Ballots returned to Secretary by June 1
Notify President. Editor of chapter newsletter of election results

July

Attend summer chapter business meeting and record minutes of Executive
Committee meeting and chapter business meeting. Request vote of membership to
destroy ballots.

August

Convey appropriate chapter records to incoming Secretary (within one month of annual
chapter meeting

H. Relevant Chapter Forms
1. Sample Ballot
2. Sample Ballot cover letter
3. Sample candidate biographical information
4. Sample Chapter meeting minutes
5. Sample Chapter Executive Committee minutes
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Treasurer
A.

General Responsibilities
The Treasurer maintains the accounts and ledger of the Chapter, invests Chapter funds and, if
required, prepares the Chapter's tax return .

B. Articles/Bylaws Statements
1. The officers of the corporation shall consist of a President, Vice-President - President Elect,
Secretary and Treasurer. ... The secretary and treasurer shall each serve for two years.
The officers shall serve without compensation. (Articles, Art. VI, Sec. 1)
2.

If the office of either secretary or treasurer becomes vacant for any reason , a special election
will be held to fill that office for the remainder of the unexpired term. (Articles, Art. VI , Sec. 1)

3.

No officer shall hold more than one office in this Chapter at one time, ... (Articles, Art. VI ,
Sec. 1)

4.

All officers shall be installed at the conclusion of the Chapter meeting following their election
or appointment and serve until their successors are elected or appointed, and qualified.
(Articles, Art. VI, Sec. 1)

5.

The officers shall together act as the Board of Trustees and the immediate past president
shall serve on the Board of Trustees. The Board of Trustees shall be the Executive
Committee of this corporation and shall have general supervision, management and control of
the business, affairs and activities of the corporation, subject, however, to other articles of
these Articles of incorporation and the bylaws and in accordance with the policies agreed
upon by its members. (Articles, Art. VII, Sec. 1)

6.

The assets and income derived from the assets of this corporation shall be used solely for
educational and scientific purposes. Any disbursements shall be at the approval and direction
of the Board of Trustees and the members in accordance with the bylaws. No part of the net
earnings of the corporation shall inure to the benefits of, or be distributable to, its members,
trustees, officers or other private persons, except that the corporation shall be authorized and
empowered to pay reasonable compensation for services rendered and to make payments
and distributions in furtherance of the purposes set forth in Article II hereof. (Articles, Art. X,
Sec. 1)

7.

Membership categories ... (Bylaws, Art. I, Sec. 1)

8.

All dues, individual, associate, and institutional shall be paid no later than three months after
the due date appearing on the dues notice. The treasurer shall suspend the membership of
any person who has not paid within the time allotted. A suspended membership shall be
restored upon payment of dues for the current year. (Bylaws, Art. I, Sec. 2b)

[Note: In practice, the individual responsible for maintaining the membership database controls
the removal of names from the membership list.]
9.

The treasurer shall be elected by mail ballot in May of each odd-numbered year. (Bylaws, Art.
111 , Sec. 2)
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C. Responsibilities
1. General Financial Matters
a.

Income and Receipts
(1) The Treasurer maintains records for the receipt of:
(a) Membership Dues
(b) Donations
i) Donations are usually associated with vendor contributions that underwrite
chapter events
(c) Newsletter Advertising
(d) Registration Fees
i) The income from each meeting, seminar, or other Chapter event should be
individually recorded.
(2) The Treasurer distributes the Chapter "Funds for Deposif' form to appropriate
Committee Chairs (Local Arrangements, Program and Education).
(a) The form must be used when submitting any chec.ks or cash for deposit in
Chapter accounts.
(b) The form must indude the individual and affiliation submitting the funds, and
supporting documentation, such as registration forms, advertising agreements,
etc.
(c) The supporting documentation is important for tax and audit purposes.

b.

Disbursements and Checks
(1) The Treasurer maintains records for the disbursement of :
(a) Expenses incurred in the execution of chapter events
i) Annual chapter meeting
ii) Annual educational institute
iii) Annual business meeting
iv) Reception during AALL annual meeting
(b) Prizes
(c) Gifts
(d) Officer expenses as authorized by Chapter policies
(e) Committee expenses as authorized by Chapter policies
(2) The Treasurer distributes copies of the chapter "Check Requisition" form to
Executive Committee members and Committee Chairs.
(a) The form must be used when requesting the expenditure of any Chapter funds.
(b) The form must explain the reason for the expenditure and the name of the
authorizing individual.
(c) It must be accompanied by appropriate documentation, such as an imoice or
receipt.
(d) Supporting documentation is important for tax and audit purposes.

(3) In the instance of a questionable request for reimbursement, the Treasurer will
consult with the President regarding the appropriateness of the request.
c.

General Accounting Procedures
(1) Prepare, sign and mail checks for expenses submitted on the chapter "Check
Requisition" form

(2) Make deposits for funds submitted on the chapter "Funds for Deposif' form
(a) Retain photocopies of checks and documentation

30

rev. 4/1/95

SEALL Handbook: Treasurer

(3) Balance the chapter's checking account
(4) Maintain a general ledger record for the transfer of chapter income and expenses.
General ledger categories include:
(a) Income
i) Dues
ii) Chapter Events -- Separate category for each event, ex: chapter meeting,
chapter reception , institute
iii) Newsletter Advertising
iv) Vendor Support
v) Interest Income
(b) Expenses
i) Corporation report
ii) Tax return preparation
iii) Chapter events - Separate category for each event, ex: chapter meeting,
chapter reception , institute
iv) Newsletter -- Separate categories for printing, postage, mail permit
v) Printing
vi) Postage
vii) Scholarships
viii) Miscellaneous expenses - includes SEALL Service Award, supplies, bank
charges

d.

Financial Reports
(1) Quarterly financial report
(a) The Treasurer prepares a quarterly financial statement which is submitted to the
editor of the Southeastern Law Ubrarian.
(b) The financial statement lists all income and all expenses, by category, for a 3month period.
(c) The financial statement should be printed on SEALL stationery for the files.
(2) Annual financial report
(a) The annual financial report is prepared for distribution at the annual chapter
meeting .
(b) The statement lists all income and expenses, by category, for the chapter fiscal
year (April 1 to March 31 ).
(c) The annual financial statement is prepared on SEALL stationery.
(d) A copy is provided to the editor of the Southeastern Law Ubrarian.

2.

Chapter Budget
a. f do we need to establish some sort of budfleting process, most chapters have the
current chairs do it tor the upcoming year - is this reasonable - w,1/ ii work tor
SEAUJ'J

3.

Specific Chapter Activities
a. Dues
(1) General guidelines
(a) The chapter membership year runs June 1 - May 31 .
(b) Membership dues are payable by June 1 each year. Any individual not
submitting payment by September 1, is considered delinquent and will be
dropped from the membership list.
(c) The Treasurer has the responsibility for determining that the membership
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~tegory indicated on the renewal form by an individual applying for membership
Is accurate.
(2) Renewal Memberships
(a) Dues notices are prepared by the Treasurer and mailed in April of each year.
(b) In preparation for mailing dues notices, the Treasurer should:
Obtain mailing labels from the member who maintains the mailing list.
11) Create and duplicate the dues notice
(c) Checks should be deposited within one week of receipt.
(d) Copies of all membership forms should be mailed to the member maintaining the
membership mailing list. If the form indicates that a membership is that of a new
member, a copy of the form should be sent to the Chair of the Membership
Committee
(e) The original membership forms should be maintained in the Treasurer's files.
(f) A reminder notice about membership renewals should be submitted to the editor
of the Southeastern Law Ubrarian in August for publication in the fall issue.
(g) Occasionally, the President has authorized a special reminder mailing to
individuals not responding to the initial dues notice.

!~

(3) New Memberships
(a) Applications for new memberships received at times other than the annual
renewal period are required to pay the full membership fee . Part year
memberships are not available.
(b) Copies of the membership form for new members should be sent to the Chair of
the Membership Committee.
(c) Original membership forms should be retained in the Treasurer's files.
(d) Additional details on procedures for processing new memberships can be found
in the Handbook sections devoted to the Membership Committee

b.

Lucile Elliott Scholarship
(1) Additional details on the procedures for the annual chapter meeting and educational
institute can be found in the Handbook sections devoted to the Scholarship
Committee
(2) President, in consultation with Treasurer and other members of Executive Committee
determines amount of money available for scholarships by September 1.
(a) $3000 has been distributed annually since 1990
(3) Chair of Scholarship Committee notifies Treasurer of names of scholarship recipients,
the amount of the award, and the date of the activity for which the scholarship is to
be used by December 15.
(4) Treasurer contacts each recipient to verify addresses and date funds are required .
(5) Treasurer calendars dates to cut and mail checks.

c.

Annual Meeting/Educational Institute
(1) Additional details on the procedures for the annual chapter meeting and educational
institute can be found in the Handbook sections devoted to the Education, Local
Arrangements and Program Committees
(2) The Local Arrangements Committee, the Program Committee and the Education
Committee prepare a joint budget for the annual chapter meeting and educ.ational
institute. This should be approved by the Executive Committee and in place by
September of the year prior to the meeting.

(3) The Treasurer handles all funds for the meeting. No "seed" money is provided to the
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Local Arrangements Committee nor is a separate account established.
(4) Registration fees and vendor support funds are collected by one of the host
institutions (as designated by the Local Arrangements/Program/Education
Committees) and are forwarded to the Treasurer for deposit in the chapter account.
(5) Bills and speaker reimbursement forms are forwarded to the Treasurer for payment
by one of the host institutions (as designated by the Local
Arrangements/Program/Education Committees).
(6) The Treasurer prepares and distributes to the Executive Committee and Local
Arrangements Chair a monthly status report detailing annual meeting expenditures
beginning in January of the year of the meeting (or at the time of the first
income/expenditure) and continuing until all bills are paid and a final status report is
made.
(7) Receipts for registration fees may be required at the meeting . The Treasurer
prepares receipts.
(8) The Treasurer should take the Chapter checkbook to the annual meeting in
anticipation of the need to pay bills on site.

4.

Income Tax Return
a. Federal and Aorida tax returns are prepared by the Treasurer in consultation with an
accountant, if required. Prior to filing, they are reviewed and approved by the Treasurer
and President. The Treasurer signs and files the tax returns.

5.

Transfer of Treasury
a. Transfer of the SEALL treasury occurs after the annual business meeting following the
Treasurer's election in May.
b. A small sum of money (approximately $250) is transferred to the incoming Treasurer for
opening an account.
c. The incoming Treasurer should establish an interest bearing account at a bank located
conveniently for the Treasurer. If a minimum deposit is required , the Chapter typically
has $8,000 - $10,000 in the account. Approximately 60 - 70 checks are written during the
year.
d. The account should be one in which cancelled checks are returned to the Treasurer.
e. The President should also be a signatory on the account, should the Treasurer become
incapacitated or be unable to attend a meeting at which funds are to be disbursed.
f.
Once all outstanding checks have cleared , all funds remaining in the Treasury are wired
to the new account by September 1.

D. Special Authority
1. Checks
a. Checks for an amount in excess of $500.00 must be approved by the Executive
Committee.
2.

Investment of Chapter Funds
a. The Treasurer, in consultation with the President, has the authority to invest any excess
chapter funds.
b. Investments should be limited to certificates of deposit of terms no longer than 6 months,
unless an excessive amount of cash is on hand.
c. The chapter's greatest expenditures of funds occur immediately preceding and following
the annual chapter meeting . The Treasurer should maintain significant cash reserves at
that time.
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E.

Reimbursement of Officer Expenses
1 . Ordinary expenses inwrred in the performaoc.e of the duties of the Treasurer will not be

__)

reimbursed by the Chapter.

F.

Chapter Records
1. Receive from predecessor
a. General ledger of Chapter transactions for the preceding two years.
b. Records of all receipts and disbursements (copies of checks or cancelled checks, etc.)
for the preceding two years.
c. Bank statements for the preceding two years.
d. Corporation reports for the preceding two years.
e. The Chapter's final budgets for the preceding three years.
f.
Income tax returns for the previous seven years.
g. Audit reports for the preceding seven years (if in existence).
h. Significant correspondence relating to the Chapter's accounts, income tax returns, etc.
2.

Collect during term
a. Copies of the items enumerated above

3.

Convey to successor/Archives
a. All items enumerated above for the previous two years.
b. The Treasurer should convey to the Chapter's Archives, copies of income tax returns and
audits older than seven years.
c. All other materials accumulated by the Treasurer during his/her term should be discarded
(membership forms, ____ , etc.)

G. Calendar of Responsibilities
1. First Year of term
July

Attend Executive Committee meeting during AALL annual meeting if requested
by President.
Attend Chapter Business Meeting held at AALL annual meeting. Assume
office at conclusion of Business meeting
Coordinate transfer of funds with outgoing treasurer after AALL meeting.
Prepare updated versions of Chapter Funds for Deposit form and Chapter
Check Requisition Form.
Verify with editor of the Southeastern Law Ubrarian future deadlines for
newsletter/quarterly financial statements.

August

Prepare and send May 1-July 31 financial statement to editor of the
Southeastern Law Ubrarian in time to meet publication deadline.
Prepare and send dues reminder notice to editor of the Southeastern Law
Ubrarian in time to meet publication deadline.
Confirm with President about the amount available for the Lucile Elliott
Scholarships.
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September

Transfer of treasury funds complete
Deadline for payment of membership dues.
Consult President for decision on mailing final dues reminder notice to
members who have not renewed .

October

Contact local arrangements, program and education committees about annual
meeting budget. Insure that budget has been approved by Executive
Committee.

November

Send August 1-October 31 financial statement to editor of the Southeastern
Law Ubrarian in time to meet publication deadline.

December

Receive information on scholarship recipients from Scholarship Committee (by
December 15). Verify addresses and date funds are needed with scholarship
recipients. Calendar dates to cut and mail checks.

January

Prepare status report on annual chapter meeting expenditures. Distribute to
Executive Committee, Local Arrangements Committee Chair and Education
Committee Chair.

February

Send November 1-January 31 financial statement to editor of the Southeastern
Law Ubrarian in time to meet publication deadline.
Prepare status report on annual chapter meeting expenditures. Distribute to
Executive Committee, Local Arrangements Committee Chair and Education
Committee Chair.

March

Prepare annual meeting registration receipt forms.
Prepare status report on annual chapter meeting expenditures. Distribute to
Executive Committee, Local Arrangements Committee Chair and Education
Committee Chair.

April

Contact Chapter's Registered Agent regarding amount required to file annual
report with the Florida Secretary of State.
Prepare full year financial statement (April 1-March 31) for presentation and
distribution at annual meeting.
Prepare dues invoice. Obtain Committee Volunteer Form from Vice~
PresidenUPresident-Elect for inclusion in mailing. Obtain mailing labels from
member responsible for maintenance of mailing labels. Mail dues notice.
Prepare status report on annual chapter meeting expenditures. Distribute to
Executive Committee, Local Arrangements Committee Chair and Education
Committee Chair.

May

Prepare February 1-April 30 financial statement and send to editor of the

35

rev. 4/1/95

SEALL Handbook: Treasurer

Southeastern Law Librarian in time to meet publication deadline.

Send dues notice to editor of the Southeastern Law Librarian in time to meet
publication deadline
Prepare status report on annual chapter meeting expenditures. Distribute to
Executive Committee, Local Arrangements Committee Chair and Education
Committee Chair.
File federal and/or state of Florida income tax return .
June

Prepare status report on annual chapter meeting expenditures. Distribute to
Executive Committee, Local Arrangements Committee Chair and Education
Committee Chair.

2. Second Year of term

H.

July

Prepare Treasurer's report for chapter business meeting at AALL.

July - June

See responsibilities for first year.

June

Begin preparation for transfer of funds after AALL meeting.

Relevant Chapter Forms
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11 .

Dues notice
Financial Report - Quarterly
Financial Report - Annual
Financial Report - Event
Sample check
Sample Ledger
Envelope - Generic
Envelope - Officer Specific
Stationery
Travel Expense Report - Member
Travel Expense Report - Non-member

12.
13.
14.

Funds for Deposit Form
Check Requisition Form
Scholarship Recipient Letter
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Immediate Past President
A.

General Responsibilities
1. The Immediate Past President advises the current President and Board.

B. Articles/Bylaws Statements
1. The officers shall together act as the Board of Trustees and the immediate past president
shall serve on the Board of Trustees. The Board of Trustees shall be the Executive
Committee of this corporation and shall have general supervision , management and control of
the business, affairs and activities of the corporation, subject, however, to other articles of
these Articles of incorporation and the bylaws and in accordance with the policies agreed
upon by its members. (Articles, Art. VI , Sec. 1)
C. Responsibilities
1. Serves as a voting member of the Executive Committee and attends all Executive Committee
meetings.
2.

Participates with the President and i'ice-President in preparation of the next year's budget

D. Special Authority
1. None
E.

Reimbursement of Expenses
1. Ordinary expenses ina,rred in the performance of the duties of the President will not be
reimbursed by the Chapter.

F.

Chapter Records
1. Receive from predecessor
a. Minutes of Chapter and Executive Committee meetings for the previous two years
b. Copies of handouts at Board meetings for previous two years
2.

Collect during term
a. Items listed above

3.

Convey to successor
a. Minutes of Chapter and Executive Committee meetings for the previous two years
b. Copies of handouts at Board meetings for previous two years.

G. Calendar of Responsibilities
Conveys President's Records to incoming President and receives Immediate Past
July
President Records from predecessor.
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Executive Committee/Board of Trustees
A.

General Responsibilities
1. The Executive Committee has general supervision, management and control of the business,
affairs and activities of the chapter.

B. Articles/Bylaws Statements
1. The officers shall together act as the Board of Trustees and the immediate past president
shall serve on the Board of Trustees. The Board of Trustees shall be the Executive
Committee of this corporation and shall have general supervision, management and control of
the business, affairs and activities of the corporation, subject, however, to other articles of
these Articles of incorporation and the bylaws and in accordance with the policies agreed
upon by its members. ... The Board of Trustees, however, shall never be less than three
members. (Articles, Art. VI , Sec. 1)
2.

Any disbursements shall be at the approval and direction of the Board of Trustees and the
members in accordance with the bylaws. No part of the net earnings of the corporation shall
inure to the benefits of, or be distributable to, its members, trustees, officers or other private
persons, except that the corporation shall be authorized and empowered to pay reasonable
compensation for services rendered and to make payments and distributions in furtherance of
the purposes set forth in Article II hereof. (Articles, Art. X, Sec. 1)

3.

Amendments to the charter may be proposed by the Executive Committee or by a petition
signed by ten percent (10%) of the members. (Articles, Art. XII)

4.

Upon the dissolution of the corporation, the Board of Trustees shall, after paying or making
provisions for the payment of all of the liabilities of the corporation, dispose of all of the assets
of the corporation exclusively for the purposes of the corporation in such manner, or to such
organization or organizations organized and operated exclusively for educational and scientific
purposes as shall at the time qualify as an exempt organization for organizations under
Section 501 (c)(3) of the Internal Revenue Code of 1954 (or the corresponding provision of
any future United States Internal Revenue Law), as the members shall determine. (Articles,
Art. XIII)

5.

The Executive Committee is empowered to adopt procedures for verifying student status.
The Executive Committee is empowered to determine whether the institution applying for
membership is a law library. .. . Persons, companies and institutions not connected with law
libraries , residing in or outside of the Southeastern region , or connected with law libraries but
residing outside the region may be selected to associate membership by the Executive
Committee ... (Bylaws, Art. I, Sec. 1b, 1c, 1d)

6.

An annual meeting of the Chapter shall be held at such time and place as the Executive
Committee shall determine. A Chapter meeting shall be held at AALL National Conventions,
when the Convention schedule permits, for the purpose of discussing future programs and
projects and submitting progress reports on Chapter activities. The Executive Committee
shall be charged with the duty of scheduling and making arrangements for such meetings;
and attendance at these meetings shall not be confined to the Executive Committee, but
extended to the entire membership. (Bylaws, Art. 11, Sec. 1)
Note: [In practice, the President undertakes the responsibility for scheduling the annual
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chapter business meeting and all meetings of the Executive Committee.]
7.

The president shall call other meetings of the Chapter as deemed necessary or when
requested to do so by the Executive Committee. (Bylaws, Art. 11 , Sec. 2)

8.

The Executive Committee must specify the time for closing the balloting, but in no case shall
it be less than 30 days after the mailing of the ballots. (Bylaws, Art. IV, Sec. 2)

9.

Meetings of the Chapter and Executive Committee shall be conducted in accordance with
Roberts Rules of Order except as otherwise specified by the Chapter Articles or Bylaws.
(Bylaws, Art. IV, Sec. 4)

C. Responsibilities
1. Chapter Administration
a. The Executive Committee is responsible for all aspects of Chapter management and
administration

2.

b.

The Executive Committee has oversight for all Chapter committee activities.

c.

The Executive Committee provides final approval of any changes in committee policies,
procedures and activities, unless it is deemed appropriate to submit such changes to the
membership.

Meetings
a. The Executive Committee, guided by the President, chooses sites for Chapter annual
meetings

D. Special Authority
1. Expenditure of funds
a. Ordinary expenses incurred in the performance of the duties of the President will not be
reimbursed by the Chapter.

39

rev. 4/1/95

,·

SEALL Handbook: Articl es and Bylaws Committee

Articles and Bylaws Committee
A. Committee Charge
The Articles and Bylaws Committee is charged with the review and revision of the Chapter Articles
of Incorporation and Bylaws as directed by the Executive Committee, Chapter Members or as
needed.
B. Articles/Bylaws Statements
1. There shall be the following standing committees: .. . (6) Articles and Bylaws ... (Articles, Art.
VIII )
2.

The president shall appoint all members of the standing committees. (Articles, Art. VIII)

3.

The bylaws of this corporation may be adopted, repealed , amended or suspended by a
two-thirds (2/3) vote of the members voting in a ballot conducted by mail in manner provided in
the bylaws or at a meeting of the Chapter by a two-thirds (2/3) vote of the members voting in
the ballot. (Articles, Art. XI)

4.

Amendments to the charter may be proposed by the Executive Committee or by a petition
signed by ten percent (10%) of the members. Proposed amendments shall become effective
after they have been submitted to all members and when approved by two thirds (2/3) of those
voting in a ballot conducted by mail in the manner provided in the bylaws or at a meeting of the
Chapter by a two-thirds (2/3) vote of members voting in the ballot. (Articles, Art. XII)

5.

Any proposed amendments to the Articles or the Bylaws sha ll be filed with the secretary.
Notice shall be given to members in one of the following ways:
a. notice shall be published in the Chapter newsletter Southeastern Law Ubrarian or its
successor, at least 90 days prior to balloting, or
b. notice shall be sent by the secretary to all members through the mail at least 30 days prior
to balloting. (Bylaws, Art. IV, Sec.1)
[Note: although not specifically directed in the Bylaw, the secretary is responsible for providing
copy to the Chapter newsletter as directed in item a above.]

6.

Mail ballots may be conducted for the purpose of changing the Articles or Bylaws provided that
ballots shall be mailed by the secretary to the membership immediately following a meeting
where the amendments were discussed or 30 days after notice of the proposed amendments
have been mailed to the membership. (Bylaws, Art. IV, Sec. 2)

C. Composition
1. Prior to the annual business meeting, the incoming President will appoint the Committee Chair
from the committee membership of the previous year whenever possible.
2.

Committee members will be appointed by the President from those of the general membership
who express an interest on the Committee Preference Form.

3.

The incoming President will attempt to balance geographical and type of library considerations
to the extent possible.

D. Responsibilities
1. Revision of Articles and/or Bylaws
Prior to any review the Committee Chair should ascertain that the copy of the Articles and
Bylaws provided by the previous chair is the current version. The authoritative copy is
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maintained {[where and by whom?]

E.

a.

General Review
(1) On a regular basis, the Articles of Incorporation and Bylaws should be reviewed for
content or typographical changes which may be required .

b.

Specific Revisions
(1) If specific revisions to the articles or bylaws have been previously identified, the
President will so inform the chair.

c.

Revision procedures
(1) The Committee will draft appropriate revision language for the Articles or Bylaws
provisions which have been identified.
(2) The Committee will submit final proposed language to the Executive Committee for
comment or further revision.
(3) Upon final determination of proposed changes, the committee chair provides the
Secretary with the final language and any explanatory material deemed necessary for
notice and balloting by the membership.
(4) The Secretary transmits the text of amendments approved by the membership to the
Executive Committee, the Registered Agent and the Handbook Editor.
(5) The President transmits text of amendments approved by the membership to the AALL
Constitution and Bylaws Committee. This function may be delegated to the Articles
and Bylaws Committee chair.
(6) Additional details on the actual balloting process can be found in the Handbook section
devoted to the office of Secretary.

d.

Timing of Committee Activities
( 1) The Committee must be aware of the notice requirements in the Bylaws when planning
the amendment process during any given year.
(2) The Chapter Bylaws require that the membership be notified of proposed changes:
(a) 90 days before balloting if notice is by publication in the Southeastern Law
Ubrarian OR
(b) 30 days before balloting if notice is by mail.
(3) Financial considerations make it highly desirable to utilize the Southeastern Law
Ubrarian to provide notice of proposed amendments to the membership.

Relationship to SEALL Officers or Other Committees
1. The Articles and Bylaws Committee must maintain a close working relationship with the
Secretary as he/she will oversee the distribution of any proposed amendments.

f. Reimbursement of Committee Expenses
1.
2.

[what kinds of expenses does this committee have that would require reimbursement? what
expenses has the chapter reimbursed in the past?]
Reimbursement procedure

G. Chapter Records
1.

Receive from predecessor
a. Current copy of the articles and bylaws
b. Records of articles and bylaws amendments for the previous five years.
c. Any significant correspondence regarding the articles and bylaws amendment process.
d. Interim and final Articles and Bylaws Committee reports for the previous three years .
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2.

Collect during term
a. Items enumerated above

3.

Convey to successor/Archives
a. Items enumerated above.
b. Older files and materials should be sent to the SEALL archives.

H. Calendar of Responsibilities
Incoming Chair receives preliminary list of committee members from
July
incoming President.
Outgoing and/or Incoming Chair attends Executive Committee meeting if
invited by the President.
Outgoing Chair reports on committee activities at annual business meeting.
Incoming Chair assumes responsibility at the end of the annual business
meeting.
Chair receives copy of appropriate sections of Chapter Handbook from
Handbook editor

August

Chair receives files from previous chair by August 1.
Chair receives final list of committee members and any special
assignments from the President.

February/March

Chair prepares or delegates the preparation of preliminary committee
report.

March/April

Chair attends Executive Committee meeting during annual chapter
meeting, if invited by President. (Attendance can be delegated.)
Chair attends annual chapter meeting and reports on committee activities
during business meeting. (Attendance and report can be delegated.)

June

Chair prepares or delegates the preparation of preliminary final committee
report.
Chair prepares and delivers files to incoming Committee Chair and/or
SEALL Archives by August 1.

I.

Relevant Chapter Forms
1. Committee Report - Preliminary
2. Committee Report - Final
3. Articles or Bylaws Amendments ballot - Sample

